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DI RECTORATE OF ACCOUNTI NG OPERATI ONS
M ssi on

Serves as the deputy director of the UFC for accounting
operations. Leads, directs, nmanages and supervi ses the execution
of the consolidated finance and accounting operations for the
USACE Fi nance Center (UFC). Responsible for a full range of
custoner services, paynents accounting and financial reporting
for appropriated, revolving and trust funds. Resolves/validates
custoner inquiries/requirenents and initiates/coordinates

anal ysis of systens operations and change requests, as required.

REPORTS AND ANALYSI S DI VI SI ON
M ssi on

The Reports and Anal ysis Division has responsibility for receipt,
anal ysis, consolidation and distribution of all USACE fi nanci al
reports (civil, mlitary and revolving fund) to external
reporting agencies. Provides status reports to all serviced
activities.

Functi ons:
1. Mai nt ai ns custoner profiles.

2. Receives, interprets and clarifies internal/external agency
reporting policies and procedures.

3. | ssues letters of instructions on nonthly, quarterly and
year-end reporting requirenents to USACE activities. Explains
rel ati onshi p between various accounting reports, edits and
general | edger accounts.

4. Recei ves, reconciles, analyzes/interprets all USACE
activities upward accounting reports (civil, mlitary, trust, and
revol vi ng fund)

5. Provides status reports to USACE activities on upward
reporting performance (tineliness and accuracy) . Coordi nates any
unreconciled activity reports wth Accounting Operations D vision
wi thin the UFC

6. Prepares all USACE out goi ng consol i dated financial reports

and statements (civil, mlitary, trust, and revolving fund)
Ensures all outgoing reports are conplete, accurate and on tine.
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7. Prepares briefings for certifying officials pertaining to
financial reports and statenents.

8. Distributes reports to external reporting agencies.

9. Receives, distributes and reports status of Foreign Mlitary
Sal es obligations and expenditure authority.

10. Devel ops, maintains and docunents procedures and
requi renents for the consolidated accounting reporting system

11. Analyzes and initiates system changes for the consoli dated
accounting reporting system

ACCOUNTI NG OPERATI ONS DI VI SI ON
M ssi on

Pl ans, organi zes, directs, coordinates and reviews work of the
Accounts Receivable (AR) and Debt Managenent Branch, Accounts
Payabl e Branch and Fi eld Accounting and Reporting Branch of the
USACE Fi nance Center. Assures each Branch applies uniform
application of DFAS and USAGE Fi nanci al managenent regul ations
for USACE activities serviced.

Accounts Receivable (AR) and Debt Managenent Branch
M ssi on

Ef fectively manages the Accounts Receivabl es and Debt Managenent
Branch activities of the UFC. Possess interactive skills adequate
to determ ne effective tone for correspondence. This includes

t el ephone and face-to-face communi cations wth senior conmand
menbers, debtors, creditors, litigators, hearing officials and
others. Is famliar with foll ow ng:

a. Serviced activities mssion, types of goods and services
provi ded, custoner profiles and accounting information
requirenents.

b. Docunentation and collection procedures for debt types,
foll owup provisions and the |l evel at which each procedure
occurs.

c. Internal controls as applies to accounts receivables and
debt managenent.

d. Various public laws and regul atory procedures for
managenent of accounts receivabl es and debt collection.
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Functi ons:

1. Mai nt ai ns custoner profiles by activity and debtor.

2. Revi ews to ensure accounts recei vables are recorded in the
proper fund appropriation or receipt account when events occur
that entitles a collection of funds.

3. Analyzes accounting systemto ensure interest and
adm ni strative fees are recorded as i ncone when ear ned.

4. Processes and maintains records on approved install ment
col | ecti ons.

5. Processes requests for waivers of indebtedness.

6. Requests salary and adm nistrative offsets from other DoD
conponents or Federal agenci es.

7. Takes aggressive collection action with proper follow up by:

a. Encouraging debtors to repay their debt to avoid
interest, penalty and adm ni strative fees.

b. Mking demand for debt paynent in witing in accordance
with | egal response tine.

8. Revi ews and anal yzes accounting system out put of aged
accounts receivable by type, appropriation and activity.

9. Mai nt ai ns contact with personnel in serviced activities and
expedites to obtain information on delinquent accounts to avoid
wite-off.

10. Processes delinquent AAR Iisting through serviced activity
DRM*s t o conmanders.

11. Maintains records on clains receivables by activity.
12. Maintains records on long termreceivables by activity.

13. Proposes alternative neans of collection when debt
col | ection produces extrene financial hardship.

14. Processes fraudul ent debts.

15. Analyzes accounting systemoutput, initiates system change
request as required.
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Account s Payabl e Branch
M ssi on

Ef fectivel y manages the Accounts Payabl e Branch which has
responsibility for the processing and certifying of paynent
vouchers for all legal liabilities of USACE activities serviced,
i ncl udi ng commerci al paynents, travel, tenporary duty and

per mmnent change of station.

Vendor Paynent Section
Funct i ons:
1. Responds to customer inquires.

2. Reqeives vendor invoices and enters in the autonnated
accounting systens.

3. Revi ews aut omated accounting systemfor receiving reports.
Mai nt ai ns contact with personnel fromservice activities to
expedite receiving reports to avoid | ost discounts and interest
payment s.

4. Det erm nes whether a payee is entitled to a particular type
paynment under U.S. governnent regul ati ons and under the
aut hori zi ng docunent .

5. Revi ews data conputations generated by the automated
accounting systemto ensure correct anmounts, due dates, cost
effectiveness of offered discounts and conputation of interest
penal ty.

6. Execut es automat ed accounting system matching programto

mat ch i nvoi ces, receiving reports and other rel ated automated
docunent s.

7. Through aut omat ed accounting system certifies vouchers for
paynment so that check or electronic funds transfer (EFT) is nade
on the correct paynent date.

8. Revi ews aut omat ed paynent history files.

9. Revi ews autonat ed accounting system out put for preparation
of Pronpt Paynment Act (PPA) Report.

10. Makes stoppage and offset against contractors indebted to
the U S. CGovernnent.
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11. Handl es assignnent of claimcases and bankruptcy cases,
i ncluding ensuring that legal directives are foll owed and
paynents are made to the correct person/organization

12. Reviews and ensures internal controls for comercial pay
activities are in place and internal control checklists are used
for the evaluation of comrercial paynents process.

13. Reviews and resolves or initiates necessary corrective
action on detected errors.

14. Anal yzes accounting systemoutput and initiates change
request as required.

Travel Paynent Section
Funct i ons:

1. Clarifies or interprets applicability of the Joint Federal
Travel Regulation (JFTR) and for AR 37-106 for mlitary and
civilian travelers of the USACE for both tenporary duty (TDY) and
per mmnent change of station (PCS)

2. Provi des instructions and adm ni strative procedures for
processi ng paynents pursuant to provisions in paragraph 1 above.

3. Revi ews and ensures internal controls for travel pay
activities are in-place and internal control checklists are used
for the evaluation of the travel pay process.

4. Assures travel paynent vouchers contain information and
docunents needed to establish entitlenent for paynent.

5. Ensures travel vouchers presented for payment are properly
si gned or automated voucher have been el ectronically signed.

6. Requests additional information/docunents to justify paynent
when informati on presented does not contain sufficient authority
for paynent.

7. Det er m nes anounts due by manual conputation or through the
automati on of the conputation process.

8. Analyzes automated accounting system conputation to

determ ne proper paynment entitlenent. Submts system change
request if errors are detected.
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9. Analyzes accounting systemto assure prevention of duplicate
paynent s.

10. Through a statistical sanpling technique, ensures a system
is in place for audit of travel vouchers.

11. Processes waivers of clains of travel, transportation and
rel ocati on expenses.

12. Reviews automated paynent history files to ensure all
related data is properly recorded.

13. Aut horizes advance paynent all owances through the autonmated
accounting system and reconcil es advances with di sbursing and
accounting on a nonthly basis.

14. Coordinates with Accounts Recei vabl e and Debt Managenent
Branch for recoupnment of delinquent travel advances.

15. Maintains contact wth personnel in serviced activities to
ensure travel settlenment vouchers are submtted within 15 days of
conpl eti on of TDY.
16. Turn around tinme for conputation and di sbursenent is within
t he DA standard.
Field Accounting Operations and Reporting Branch
M ssi on

Ef fectively manages the accounting reports and revi ew and
anal ysis functions for the UFC to include the follow ng:

a. Statutory and regulatory requirenents pertaining to
adm ni strative control of funds.

b. The level at which anti-deficiency funding controls are
established for each appropriation.

c. Rules for commtnent accounting.

d. Rules for obligating funds to include recording and
revi ew

e. Reinbursable orders, earnings and billings.

f. Accounting for sales and revenues.
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g. Rules of cost accounting.
h. Review and anal ysi s techni ques.
i. Internal Controls.

] . Relationship between various accounting docunents and
subsidiary file.

k. Relationship between various standard general | edgers
accounts.

Funct i ons:
1. Reviews validity of docunentation for recorded transactions.

2. Revi ews out put general |edgers to subsidiary records,
researches and corrects detected errors.

3. Val i dates custonmer requirenents and initiates system change
request as required.

4. Processes/reconcil es cross disbursing cycles.
Processes/reconcil es TBO TFO cycl es.
Reconciles civil no check transactions.
Processes/reconciles inter/intra fund bills.

Reconci |l es unnmat ched di sbursenents.

© ® N o O

Revi ews/ noni t or s/ processes accrual transactions.
10. Provides status of reinbursable orders.
11. Prepares/reconciles/forwards reinbursable billings.

12. Analyzes system effectiveness and _
resol ves/ reconcil es/reports problens as required.

13. Ensures that all installation automated systemreports
i ncl udi ng outgoing status reports are conplete, accurate and
tinmely.

14. Maintains contact wth personnel in serviced activities to
assist with reports and data when errors are detect ed.
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15. Coordinates with the Reports and Analysis Division to
provi de serviced activities wth year-end and nont h-end
pr ocedur es.

DI SBURSI NG DI VI SI ON
M ssi on

Di sbursing Oficer*s (DO and Deputy DO are overall responsible
for the operation of the Di sbursing Division. DO and deputies are
required to keep safely all public funds collected by them or

ot herwi se placed in their possession and custody. Di sburses al
USACE activity certified legal liabilities by either U S
Treasury check or through El ectronic Funds Transfer (ETF).
Ensures physical security is maintained, letters of appointnent
are current and up-to-date including specinmen signatures of

assi gned DO and deputies. Controls and prevents unaut hori zed use
of signature plates and check signing machi nes.

Functi ons:
: Processes col |l ections and deposits.

Processes di shonored checks.

Prepares/issues U S. Treasury checks.

1
2
3. Mai nt ai ns/ control s bl ank check st ock.
4
5. CGener ates/confirms Electronic Fund Transfers (EFT)
t ransm ssi ons.

Processes recertified replacenent checks.

6.

7. Processes returned undeliverabl e checks.

8. Reconci l es daily autonmated di sbursenent/collection

regi sters.

9. Reconci | es weekly check issue data report by D sbursing

O fice Synbol (DSSN).

10. Reconciles all USACE activities autonmated

di sbursenent/col l ection reports to include SF 1219, SF 1220

(statenments of accountability and transactions) and the Data
El ement Managenent/ Accounting Reporting System ( DELMARS).

11. Reconciles EFT transm ssi on.
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12. Reconcil es suspense, deposit and budget clearing accounts by
USACE activity.

13. Maintains Inprest and Change Fund files. Reviews for

regul atory conpliance and ensure USACE activities are performng
quarterly unannounced i nspections including cash counts.

14. Reconciles nonthly statenment of difference fromtreasury.

15. Verifies daily check signing nmachine counter with treasury
checks i ssued.

16. Reconciles collections to deposit confirmation from
Treasury.

D11



